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'MEMORANDUM FOR : Director of Personnel 


DD/S EECISIEI 



SUBJECT 


Review of Career Management Activities 


i. Ia your meaorandus of 22 July you requested that you be furciahed 
with aay materials published by Careei Services regarding their activities, 
policies and procedures* I have askec that the several Support Services 
forward any material of this type -iixvctly to you. 

2m Bae Support Career Service, being relatively small, has not forma- 
lized its practices to the degree envisioned in your memorandum. We io have, 
however, a well-defined philosophy in regard to tae activities of our Career 
Service. The paragraphs that follow outline sense of the policies ane prac- 
tices that we follow in the areas of rec rudiment, training, neeignmert and 
promotion. This information aay be helpful to you as you proceed vita yout' 
study. 


3* Intake and Training of Junior Officers - Prior to iy62 very few ad- 
ministrative positions ia the Agetcy l alow the GE-12 level were the re spent ibi* 
lity of the Support Career Service. The theory war- that junior Admit 1 street ive 
Officers would work up through the rarJts (mostly in the Clandestine Services 
and the Office of CoBaauaicatloas ) and would arrive at the threshold c f promo- 
tion to OS-22 at about the same time that their careers would become of iates-ei 
to our Career Service. This approach worked fairly well with the Off ice of 
Coaatunl cat ions , hut with the eousc-lidtetien of penal operations in the JO/P 
in the late l'J5v ' $ (when the DA, I»S, DP and DI designations- and panel f were 
eliminated), the junior administrative personnel in the JMD/P were no longer 
as easily identified. In 1962 this problem was resolved by; (a) the identi- 
fication of a number of these junior officers end their transfer to in® 

Support Career Service and (d) the identification of a number of posit ions 
in the Office of Communications and the Slandertlac Services ia which most of 
these individuals had developed ai d which then became the planning r« syonsl ti - 
ll ty of the Support Career Service. Wa new arc sbeadily moving toward the 
staffing of all junior administrative positions by individuals (preferably 
Junior Officer Trainees) who are Support caarearitts* We haw for a i. amber or 
years had standing rmqxilramut s for Junior Officer Trainees and now have eight 
who came to us directly from the Program. hue of these are abroad Mid two 
are in rotational training. Training for our Junior Officer Trainee* bo date 
has consisted of approximately sir months of rotational assignments to the 
Offices of Finance, Personnel and Logistics together with the formal courses 
recommended by those Offices. Ia viev of the larger number that we hope will 
be entering on duty next year, plans call for’ a formal course comparable to 
the Intelligence Production Course for l> B/I Junior Officer Trainees and the 
full Opera clone Course for DD/f Juaiai- Officer Trainees which world take the 
place of much of the rotational training . Je also hope to integrate language 
training Into the schedule. 

.... i 
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4. Assignment Plaaalog - Plaaaic,g for asriguments la the Suppor t Career 
Service Is a continuing task which, to a aarkeu degree. Is unique la the 
Agency. The reason for this is that tns support Career Service, unlike the 
other Support Services, does not bare a large functional eattebll steer t wherein 
most of its careerists cany out their duties* She lack of such a kcxae" from 
which its people can be assigned requires that Support careerists be prepared 
for a ouch more active and less sheltered experience in term of assignment, 
training, and continuity of planning. This difference is not necessarily detri 
mental to accomplishment of the Service 1 9 objectives. Indeed, its very flexi- 
bility and the need for rapid response without a significant organisational 
entity to act as a buffer to changing requirements often abet® the leog range 
goal of ensuring that at the senior levels the Service ie composed of well- 
qualified generalists. The assistance provided by the several Support Services 
in accommodating Support careerists and in making their own careerists avail- 
able for Support assignments, in effect, acting as a second home, " Is amply 
demonstrated by the numbers of person ne l presently assigned across Career 
Service lines. Planning begins qpwarc.e of a year ah— d of the actual moves. 

Some of this, of course, ie determined by events such as decisions regarding 
nominations for Senior Schools, anticipated retirements and definite knowledge 
regarding completion of tours. Much store, especially in regard to overseas 
assignments, comes into focus appioxisately six months in advance of tormina 
tioa of tours when Held Beasslgnaent Questionnaires are received at Haadquarta -s. 
Usually, assignment proposals are relatively firm about six months is advance 

of the actual moves. Without the cushion provided by a large organisation here 
at B— dquarters, a delicate balance mist necessarily be preserved la terms oi 
committing the talents of our Administrative Officers against constantly chang- 
ing requirements for them. In — iataiaiag this balance the wishes of the indi- 
vidual, of the component to which he Is assigned, the one to which he is pro- 
posed for assignment, of the Support Career Board, and of the Head of the Career 
Service must be ob— rved. All of the above, combined with the necessity of 
early notification of next assignment and of providing an assigonent which is; 
challenging and rewarding, ensures that planning in the Support Career Service 
is a dynamic operation. 

5. Promotions - The Suppax-t Career Service and its predecessor, the 

Administration Career Service, ha® since 1^6 adhered to the principl e of com- 
petitive evaluation for promotion. Since Sept— bar 1956 when Messrs* | ~| 25X1 

set as the 1st Competitive Bvaluatioa Panel 

there have been ten such groups, the latest of which is now making its eval- 
uations. The techniques utilised by these panels have varied considerably over 

the years. Bach has Justified the methods it employed and the deliberations 
of each one have been acceptable to the Career Board and to the Bead of the 
Career Service. The most recent panel, in addition to performing it* ranking 
duties, is preparing, at the request of the Board, a formal ranking system 
which, if the Board approves, will sex vs as a model for future panels in per- 
forming their duties. The competitive evaluation procedure is carried out in 
the following manner. Bach year the Board recommends that a competitive eval- 
uation panel be activated and further reccmmends its membership. If the Bean 
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of the Career Service approves these reamnme&d&tlans, the Steecutive Secretary 
works with the designated chairman in convening the panel and provides back- 
ground information. The members cf the panel are given complete freedom in 
terms of discussions with supervisors, review of official records, eta., to 
arrive at their conclusions, their report, which consists of evaluations at 
grades GS-14 and below, it forwarded to and reviewed by the Board. The Board 
reserves the right to make changes in rankings and has dons ro. The Board 
then recoBsaends the rankings to the Head of the Career Service who decides in 
tanas of permissible headroom which individual© should be promoted. At the 
OS-15 level the Board constitutes itself as a competitive evaluation panel 
and forwards its ra nkings to the Bead of the Support Career Service for 
appropriate action. 


25X1 


^L4JUt» 

, " ■0 r Deputy Director 
for 3uppoi*t 


ES-SCB : HLB : Jbb (23 Jul 64) 

Rewritten: HLB:j¥b (5 Aug 64) 

Distribution: 

0 & 1 - Adse 

1 - DD/S chrono 
UA-* DD/S subject 

Refer to: DD/S 64-4015*. Memo to Deputy Directors fin D/Pers 

dtd 22 Jul 64, same subj 
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DATE 


TO: 


Mr. 


ROOM NO. 


BUILDING 


REMARKS: 

Attached is a memorandum 
for the Director of Personnel on 
career management activities. The 
deadline is 14 August. 

You may wish to sign this 
for Colonel White since you signed 
the buckslips to the various Support 
Services requesting that they coop- 
erate in this effort. 




HLB 


FROM: 


ROOM NO. BUILDING 

or Release 2002/08/14 : CIA-RDP84- 


EXTENSION 

00780R00060p020006-0 


FORM HO .0/1 1 
I FEB 55 I 


REPLACES FORM 36-8 
WHICH MAY BE USED. 


GPO : 1957-0-139445 
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2 2 JUL 1964 


MEMORANDUM FOR: 


Deputy Director for Intelligence 

Deputy Director for Plans 

Deputy Director for Science and Technology 

Deputy Director for Support 


SUBJECT 


Review of Career Management Activities 


1. it has been several years since most of our concepts of career 
management were developed and translated into program activities.' Now, 

I think it is timely to review the career management and development 
practices of the various career services as the basis for exchanging 
useful ideas which have been generated during this period and for 
evaluating our central program of personnel support. 

2. As a first step, I should like to study any materials published 
or In use by the career services which supplement Agency regulations by 
providing more specific policy and procedural guidance in the development 
find utilization of their personnel. Publications concerning such matters 
as selection criteria, training standards, promotions, planned rotation, 
and other aspects of career management are of interest. 

3. I would appreciate it if copies of any materials of this kind’ 
which are currently in effect for the career services under your Juris- 
diction could be assembled and sent to me. I will sIbo appreciate 
your forwarding copies of any earlier issuances of similar materials 
which serve to illustrate the historical development of career management 
concepts and techniques in those services . It will be helpful if I can 
receive these publications by 14 August 1964. 

4. It is my intention to utilize the Agency Personnel Advisory 

Board as the mechanism for the discussion and interchange of policies 
and practices which may be of common value in the operation of our 
Career Service System. 


L- Einmett D. Echols 
Director of Personnel 


Group I Excluded from 
automatic downgrading and 
C-O-N-F-I-D-E-N-T-I-A-L declassification. 
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pile 

rj 1 - i*.w t ;■•* Aw ? 

(Head, of all Support Career Services) 

2 3 JUL 1964 

The Director of Personnel, in the 
attached memorandum, requests that he 
be furnished published materials relat- 
ing to the activities of the several 
Support Services. Please forward any 
material which you might have directly 
to him. Note that he would like to 
have this done by 14 August . 





7D26 


Deputy ^Director for Support 
HQ 


ES-SCB:HLB:jbb (23 Jul 64) 

Distribution: 

0 - ea to Head of Communications Career Service,— v/Xero DD/s 64-4015 

" " Finance 

" ” Logistics " -«* -w " 

" " Security " . " T " 

" " Training " 

" " Medical " 

t-dr-- DD/s subject w/dd/s 64-4015' ' ' 

1 - DD/s chrono 

DD/s 64-4015: Memo to Deputy Directors fm D/Pers dtd 22 J41 64, 
subj: "Review of, Career Management Activities" 


STAT 


/ 
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